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DEPARTMENT OF THE ARMY
HEADQUARTERS UNITED STATES ARMY FORCES COMMAND
1777 HARDEE AVENUE SW
FORT MCPHERSON GEORGIA 30330-1062

REPLY TO
ATTENTION OF

AFLG-PRO 25 April 1997

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Contracting Information Letter (CIL) 97-28, Purchase
Card Reengineering Implementation Memorandums

1. References:

a. Memorandum, Comptroller, 17 October 1996, subject:
Purchase Card Reengineering Implementation Memorandum #1:
Certifying Officer Guidance (encl 1);

b. Memorandum, Comptroller, 12 November 1996, subject:
Purchase Card Reengineering Implementation Memorandum #2:
Conversion of DoD Purchase Cards to New Contractor-Offered
Platform (encl 2);

c. Memorandum, Comptroller, 27 March 1997, subject:
Purchase Card Reengineering Implementation Memorandum #3:
Streamlined Financial Management Procedures (encl 3).

2. Memorandum #1 was previously e-mailed in draft form and also
provided to Agency Program Coordinators at the IMPAC training at
DFAS Indianapolis 24-26 March. Installation commanders will
delegate authority to Directors of Contracting to appoint
Approving Officials as certifying officer for payment of IMPAC
billing statements. All certifying officer appointments should
be completed prior to the conversion to First Bank’s Corporate
Payment System (CPS) on or about 7 June 1997.

3. Memorandum #2 describes the conversion of DoD purchase cards
from Rocky Mountain Bank System’s data platform to that of their
parent company’s CPS data platform. The conversion is necessary
to offer revolving account balances, convenience (VISA) checks,
and billing at the approving official level. Policy is
forthcoming from OSD regarding use of convenience checks.

4. Enclosure to Memorandum #3 gives DoD policy on advance
reservations of funds, summary accounting, automated purchase
card management and reconciliation system, payment certification,
and delayed dispute procedures. These policies are effective
immediately and should be adhered to in day-to-day operations.
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AFLG-PR
SUBJECT: Contracting Information Letter (CIL) 97-28, Purchase
Card Reengineering Implementation Memorandums

5. Army cardholders and Approving Officials shall use the
Military District of Washington’s Purchase Card Management System
(PCMS) to automate the reconciliation process and provide
“Checkbook” accounting. The system will be capable of
downloading an automated statement of account and routing
reconciled electronic statements to the cardholder’s designated
paying office. The interface is scheduled to be in place by 30
September 1997. The PCMS can be downloaded from the Internet
(http://www.purchasecard.dfas.mil).

6. For additional information regarding this CIL, please contact
Mrs. Pat Boterweg, DSN 367-5486 or commercial (404) 464-5486.

AN

3 Encls TONI M. GAINES
as Chief, Contracting Division, DCSL&R
Principal Assistant Responsible
for Contracting

DISTRIBUTION:
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XVIII ABN CORPS & FT BRAGG, ATTN: AFZA-DC

101ST ABN DIV (ASSLT) & FT CAMPBELL, ATTN: AFZB-DOC
FT CARSON, ATTN: AFZC-DOC

ATLANTA AREA CONTRACTING CENTER, ATTN: AFLG-PRC

FT DEVENS, ATTN: AFRC-FMD-DOC

FT DIX, ATTN: AFZT-DOC
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IIT CORPS & FT HOOD, ATTN: AFZF-DOC

NATIONAL TRAINING CENTER & FT IRWIN, ATTN: AFzJ-DC
I CORPS & FT LEWIS, ATTN: AFZH-DOC

LOS ALAMITOS DIVISION, ATTN: AFZH-DOC-LA

FT MCCOY, ATTN: AFZR-DC

FT BUCHANAN, ATTN: AFZK-DOC-B

FT POLK, ATTN: AFZX-DOC

FT RILEY, ATTN: AFZN-DOC
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USARC, ATTN: AFRC-LGL-L
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DEPARTMENT OF THE ARMY : , . )

OFFICE OF THE ASSISTANT SECRETARY
RESEARCH DEVELOPMENT AND ACQUISITION
103 ARMY PENTAGON .
WASHINGTON DC 20310-0103 :

REPLY TO 3 APR 199’[

ATTENTION OF

SARD-PI

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Purchase Card Reengineering Implementation Memorandum #1:

Certifying Officer Guidance P

The attachment to the enclosed USD(C) memorandum dated October 17,
1996, subject as above, lists one of the responsibilities of the Commander/
Director as having to appoint purchase card agency/activity program coordinator
and applicable approving officials/purchase card certifying officials within their
organization. Commander/Director is defined as an individual assigned as a
commander-in-chief, commanding officer, base commander, installation
commander, director of a defense activity, officer-in-charge, or equivalent civilian
head.

The Army Supplement to the Federal Acquisition Regulation at Subpart
13.90, Government Purchase Cards, designates the Chiefs at Contracting
Offices as the responsible individual to designate the local agency program
coordinator and approving officials. However, there is no authority for the chief
of the contracting office to appoint a purchase card certifying official. Since the
certifying official will be the same individual as the approving official, it is
recommended that subordinate commands and installations have the
appropriate Commander/Director delegate appointment authority to the chief
of the contracting officer. Once this is accomplished, a single memorandum of
appointment can be issued designating the purchase card approving/certifying
official. Signature cards (DD Forms 577) are to be initiated and together with
the appointment letter will be forwarded to appropriate payment offices.

A suggested format for the letter of delegation is provided below for
appropriate use:

Under the authority granted in USD(C) memorandum
dated October 17, 1996, subject, Purchase Card
Reengineering Implementation Memorandum #1:
Certifying Officer Guidance, | hereby delegate
purchase card certifying officer appointment authority
to Chiefs of Contracting Offices. The appointment



language provided in the sample memorandum at
enclosure 1 to the above reference may be added to
the memorandum of appointment as approving
official.

This memorandum was coordinated with the offices of Army General
Counsel and Assistant Secretary of the Army (Financial Management &
Comptrolier). Questions on the above guidance should be addressed to
Mr. Bruce E. Sullivan, Department of the Army Purchase Card Program
Coordinator, (DSN) 761-7564 or commercial (703) 681-7564 or e.mail at
sullivab@sarda.army.mil.

74

Thomas W. Cola lo
Chief, Procurement Initiatives

Enclosure

DISTRIBUTION:

Assistant Deputy Chief of Staff for Acquisition and Contracting, HQ, U.S.
Army Materiel Command, ATTN: AMCAQ, 5001 Eisenhower Avenue,
Alexandria, VA 22333-0001

Acting Chief, Assessment & Evaluation Division, HQ, U.S. Army Materiel
Command, ATTN: AMCAQ-E, 5001 Eisenhower Avenue, Alexandria,

VA 22333-0001

Executive Director, Acquisition Center, U.S. Army Aviation and Troop
Command, ATTN: AMSAT-A-Z, 4300 Goodfellow Boulevard, St. Louis,
MO 63120-1798

Commander, U.S. Army Chemical and Biological Defense Command,

ATTN: AMSCB-PO, Building E5101, Aberdeen Proving Ground, MD
21010-5423

Director, CECOM Acquisition Center, U.S. Army Communications Electronics
Command, ATTN: AMSEL-AC, Fort Monmouth, NJ 07703-5000

Deputy Chief of Staff for Acquisition, U.S. Army Industrial Operations
Command, ATTN: AMSIO-AC, Rock Island, IL 61299-6000

Director. Acquisition Center, U.S. Army Missile Command, ATTN:
AMSMI-AC, Redstone Arsenal, AL 35898-5280 -



UNDER SECRETARY OF DEFENSE
1100 DEFENSE FENTAGON
WASHINGTON, DC 20301-1100

0CT 17186

COMPTROLLER

MEMORANDUM FORSECRETARIES OF THE MILITARY DEPARTMENTS
CHAIRMAN OF THE JOINT CHIEFS OF STAFF

UNDER SECRETARIES OF DEFENSE
DIRECTOR, DEFENSE RESEARCH AND ENGINEERING

ASSISTANT SECRETARIES OF DEFENSE

GENERAL COUNSEL OF THE DEPARTMENT OF DEFENSE
INSPECTOR GENERAL OF THE DEPARTMENT OF DEFENSE
DIRECTOR, OPERATIONAL TEST AND EVALUATION
ASSISTANTS TO THE SECRETARY OF DEFENSE
DIRECTOR, ADMINISTRATION AND MANAGEMENT -
DIRECTORS OF THE DEFENSE AGENCIES '
DIRECTORS OF THE DOD FIELD ACTIVITIES

) SUBJECT: Purchase Card Reengineering Implementation Memorandum #1: Certitying
Officer Guidance - .

_ Inorder tw facilitate the ongoing effort to reengincer the purchase card process, and
" implementation of Centifying Officer Legislation, attached is cerdfying officer guidance for the
Department's purchase card program. This guidance provides for the minivanm quatification for
a centifying officer; responsibilities for a certifying officer, commander, disbursing officer,
ggency/sctivity program coordinator, and cardholder; the selaction and appeintmesy process for a
' certifying officer; and mherent liability. o

The guidance is effective immediately and is applicabie w0 the Office of the Secretary of
Defense; the Military Departments; the Chairman of the Joint Chiefs of Staff and the Jeint Staff;
the Unified Combatant Commands; the Inspector General of the DoD; the Defense Agencies and
the DeD Field Activities (hereafter referred to collectively as “DoD Components™), The Heads
of the DoD Components shall ecsurc that this guidance is adhezed to in day-to-day operations
and in. the design, modification, and maintenance of their Component’s financial management
and reperting system Of systems.

My point of cantact for this guidance is MAT Brian L2e. He may be reached at

(703) 697-8283, DSN 227-8282, cr c-oeil at leeb@cusde.csd.mil

J. Hamre

Aunachment



DEPARTMENT OF DEFENSE PURCHASE CARD PROGRAM
AND :
CERTIFYING OFFICERS

A.  FURPOSE

To provide centifying officer policy and proccdures as related to the Deparunent of Defense
(DcD) Purchase Card Program. The policy and proceduses inctude: (1) minimum required
qualifications for a cerrifying officsr; (2) selection and appointment process; (3) responsibilitics of
© acartifying officar; and (4) pecuniary liability of a cestifying officer. For purposcs of the
Depattment’s purchase card program, the appraving official shall be appoicted, in writing. as a
puxchase card certifying officer.

B.  DEFINITIONS

1.  Agency/Activity Program Cocrdinator. An individual designaned by the ordering
agency/activity to perfarm contract administration within the limits of delegated authority.

2. Apgrovine Official. An individual who has respensibility for one or more
govemment purchase cand cardholders.

: 3.  Candholder. An individual desigrated by an agencyractivity to be issued a
govemmen: purchase card.

3, Cenification, The act of attesting to the legality, propriety and comrectness of a
documer for peyment as provided for in 31 U.8,C. 3528(a).

S. Purchase Card Cenifving Qfficsr. A DoD miliary member or civilian employee of
the Department appointed in writing to cemtify the official invoice for payment,

6. Commander/Director. An individnal assigned as a commander-in-chiict,
commanding officer, base commander, instatiation commander, director of a defense activity,
officer-incharge, or equivalent civilian head.

7. Dasigumed Billing Office. An office designated by the ordering agency/activity to
receive the official invoice.

8. Disburging, The uct of paying public funds to entities for witon: the govemment is
indebredt: the collection and deposit of moneys; the safeguarding of peblic funds: the
documentig, recording. and reporting of these transactions.

S Disbyrsing Officer. A oD military member or civilian employee of the
Depertment who is appointed, in writing, to disburse and collect meneys and render accounts in
accordarce with laws and regulations poveraing the disbtrsement of public funds.
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10.  Elecuonic Ceqificarion. An approved electronic signature adopted by a purchase
card certifying officer that is unicue to tke purchase card certifying officer; capable of verification
by the distursing officer; under the sole coatrol or custody of the purchase card certifying officer;
and linked to the data cestified in such 2 manner that if the data are chang=d, th¢ electronic
signature is invalidated.

I, Qfficial Iovoics. A document requesting paymett be made 1o the govemment
purchase card cantractor, The official invoice covers one approving official and one o1 more
cardholders per billing period. The official inveice is centified for payment by the purchase card
cetifying officer.

12.  Paying Office. Tke disbursing office making paymeats againsi an official inveice
certified by an approved purchase card certifying officer. The paying office is not the desigraited
billing office. -

C. CA S

1. Purchase Card Centifving Officer. A purchass card certifying officer should be a
anpervisor and should meet the following minimum requirements: (a) knowledge of procurement
rules that govern authorized government purcaase card purchases; and (b) appropriate training in
the preparation of a document for payment.

2. CommapderDircctor. A commander/director. or designee, should meet the
following minimum requircments: (a) knowledge of appropriations or funds and accounting
¢lassifications; and (b) knowledge of obligation and peyment submission proresses,

D.  PURCHASE CARD CERTIEYING OFFICER SELECTION AND APPOINTMENT

A purchasa card certifying officer appointment shall be accomplished by issuance of a letter of
appointment and completion of 2 Signature Card (DD Form 577). The appointment letter and
DD Form 577 spetifically shall identify the types of payments to be certified. Samples of an
appointment letter and 2 signature card are at enclosures 1 and 2. The completed purchase card
certifying officer letter of appointment and DD Form 577 shall be forwarded to the designated
paying office.

E.  RESPONSIBILITIES

1. Pyrchase Cand Certifying Officer. A Purchase Card Certifying Officer is liable for
an illcgal, improper, or incorrect paymant procsssed by the Department as a resnlt of an
inaceyrate or misleading certification. Specifically, a Perchase Card Cenifying Officer is

a Ensuring that the tranpsactions mect the legal requirements for authorizad
purchase card purchases;



PR RERRRR R e e
N N

b Ensuring that adequate dccumentation is available for individual
transactions; '

c. Ensuring the facts presented in documents for payment ar= complete and

accurate;

a. Taking appropriate action to prevent two Or moOrE payments for the same
transaction; :

¢ Proper implementation of dispute procedures when transactions are
questioned;

L. Certifying and forwarding, to the paying office for payment, the official
Invoice, including a certification statement. A sample cenificatian statement is included at
erclosure 3.

2 Commander/Directar. A commander’direcior, or designes. is respansible for:

a. Ensurmg that a legal and appropriate appropristion or fund citation is
assigned 10 every cardholder account;

b. Ensuring that an adequate system of controf is in place for each cardholder
whe will make purchases agains: more than one appropriation or fund citation;

<. Establishing procedures and internal controls that emsure su{Geient funds
have been reserved or commined to cover amticipated expenditures for each cardhalder during a
designated period, such period not to be less than ons month or greater than six menths:

d. Establisking procedures and intemal conmols for the reservation ot
commitment of additional funds should a cardholder breach the established reservation or
commitment limnic at any time during the designed period;

e In conjunction with the Defense Finance and Accounting Servics,
establishing procedures to ensure computation and payment ir; accordance with the Prompt
Payment Act, w include the acknowledzment of authorization to pay interest penalty payments;

A Appointing the agency/activity program coerdinator snd apoticable
approving officials/purchase card centifving officials within their crganization;

g Ensuring that adequate training is given to prospective cardhelders and
approving officials pricr o card distribution and use.

a. Dizbursing Officer. A disbursing officer is responsible and accountable for:
(a) disbursing money only as provided by documents duly certified by an amhorized purchase curd
centifying officer; (b) examining documents 10 decide if they are in proper form, computed



cotrectly on the facts certified, and certified and approved by an authorized purchase card
certifying officer; and {c) returning to the purchase card certifving officer any official invaice
received which is not in the proper form, is incomplete, 0T is not properly certified.

4, Agency/Activity Progmam Coordipator. An agency/activity program coordinator
has overall responsibility for the coordination of the government purchase card proeram within
the agancy/activity.

5. Cardholder, A cardholder’s responsibility includes, but is not fimited to,
reconciling the monthly statement of cardholders account with supporting decuments, In
acditicn, a cardholder signs the monthly statement and forwards it 1o the purchase card centifying
otticer for appropriate action. .

P PECUNIARY LIARILITY OF CERTIFYING OFFICERS

A purchasa card certifying officer is pecuniarily lisble for payments in acoondance with the
provisions of 31 US.C. 3528. :



(USE APFRCFRIATE LETTERHEAD)
SaMPLE :

MEMORANDUM FOR ERNEST C. BANKS, CAPT, USAF
SUBIECT: Appointioeit as Certifying Officer
You prescmly cotupy a position whierein your duries inclads the Ranctions of 3 purchasc card cenifying

officer. msmmmkmmdmﬁaummtywzmhu:bymuinmduammmrdaniﬁing
officer © (Ngte: fwsarr location 3nd ishyrsing affice(s) t9 whom coxtificatign will be made).

. .
% N

.

As a rurchase card certifying afficer you will be responsible for centifying psyment vouchers ard
docaments for U following types of payments: Governmcnt Purchase Card Contractor invoices covering
purchases and services obtained with the Gavernment purchase card.

You must became thoroughly familiar with yur respoasibilitias and accountability. Yo must
ﬁm&ﬁﬁmﬂhmmmwwwurmwmmwu@h
signatuse below. Ln addition, you must compiete DD Form 577, Siguature Card for cach disbursing office
identi(ied abave, Afer completion, a signed copy of this appaintment and the completed DD Form 577 magt e
returned W me for approval and forwarded to the dishursing office(s) noted above. For all docurnents you certify
undes this appointment, your signanre must be in the form indicared dy you in block 5 of the DD Form 577,

Raiph E. Kiacr
Col, USAF
Commander

ACKNOWLEDGMENT
By signatwe hereon, 1 acimowledzs my appointment es 3 centidying officer. T have read and understand
my respensibilities and accountability. 1 undersiand my right to request relic{ of liability for any payment | cetify
that 1 derermined 10 be illegal. improper, of iacorrect. 1 further understand that this appointment will remain in
effcst until revokod in writing by you (or your succassar).

Anached [or your approval is the completed DD Formis) 577, Signatere Card.

Emest C. Bynks
Capx, USAF

Eaclosure |
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1. NAME (Type or print) 2. PAY GRADE

4. OFFICIAL ADDRESS

5. SIGNATURE

6. TYPE OF DOCUMENT OR PURPOSE FOR WHICH AUTHORIZED

THE ABOVE IS THE SIGNATURE OF THE AUTHORIZED INDIVIDUAL

7. NAME AND GRADE OF COMMANDING OFFICER (Type or print)

8. PAY GRADE

9. SIGNATURE OF COMMANDING OFFICER

DD Form 577, MAY 88 Previous edition may *
be used unt! exhausted.

SIGNATURE CARD

Enclosure 2
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Plain Language Responsibilities: Purchase Card Certifying Officer

I certify on __date _that the purchases and amounts shown documented on this
statement:

1. Are correct and were required to fulfill immediate mission requirements of my
organization.

2. Do not exceed spending limits approved by the Resource Manager.

3. Are not for my personal use or the personal use of the receiving individual.

4. Are not items that have been specifically prohibited by my organization or by statute
(ex. rents, real estate, transportation and travel, telecommunications).

5. Are not part of a system or larger purchase exceeding $100,000 in value.

6. Have not been=split into smaller segments to stay under-the micro purchase limit
($2500).

I

3
I

officer will charge for late interest payment penalties.

Signature

Enclosure 3

(Continued on back)
In making this certification, I understand that I will be responsible for
repaying my organization for any purchases that do not meet the above requirements as
determinded by later audit and/or reconciliation. I also understand that the disbursing




UNDER SECRETARY OF DEFENSE
1100 DEFENSE PENTAGON
WASHINGTON, DC 20301-1100

COMPTROLLER

MEMORANDUM FOR SECRETARIES OF THE MILITARY DEPARTMENTS
CHAIRMAN QF THE JOINT CHIEFS OF STAFF
UNDER SECRETARIES OF DEFENSE
DIRECTOR, DEFENSE RESEARCH AND ENGINEERING
ASSISTANT SECRETARIES OF DEFENSE

. GENERAL COUNSEL OF THE DEPARTMENT OF DEFENSE

INSPECTOR GENERAL OF THE DEPARTMENT OF DEFENSE
DIRECTOR, OPERATIONAL TEST AND EVALUATION
ASSISTANTS TO THE SECRETARY OF DEFENSE
DIRECTOR, ADMINISTRATION AND MANAGEMENT
DIRECTORS OF THE DEFENSE AGENCIES
DIRECTORS OF THE DOD FIELD ACTIVITIES

SUBJECT: Purchase Card Reengineering Implementation Memorandum #2: Conversion of
DoD Purchase Cards to New Contractor-Offered Platform

In order to achieve, in the near term, several of the reengineered business processes envi-
sioned in the Joint Report of the Purchase Card Financial Management Team and the Purchase
Card Integrated Product Team, it is necessary to make a change in the hardware and sofrware
platform used to support the International Merchant Purchase Authorization Card IMP.A.C.).
The current platform, operated by the Rocky Mountain BankCard System (RMBCS), lacks an
abiliry—-without a long and costly reprogramming effort—to offer revolving account balances,
convenience checks, or billing at the approving official level (which is linked to the implementa-
tion of the certifying official requirements announced in Purchase Card Reengineering Implemen-
tation Memorandum #1). However, RMBCS' parent bank, First Bank System (FBS), offers all of
these enhancements and more on the Corporate Payment System (CPS) platform used by FBS’

. commercial clients.

As a result of discussions with FBS and General Services Administration (GSA) officials, 1
have asked the GSA to initiate a modification of the RMBCS contract that enables the Depart-
ment to migrate its card base to the CPS platform (and reissue its 75,000+ cards) as soon as pos-
sible. We anticipate a phased implementation to the new platform--with the Department of the
Army in the first wave—commencing no later than April 1, 1997, and ending in September 1997.

The FBS has established an interdisciplinary team to focus its corporate resources on the
timely achievement of all milestones related to this conversion. The FBS has asked the Depart-
ment likewise to establish a small ad hoc conversion team to facilitate decisions on available
options and resolve any issues that may arise. In this regard, I encourage you to nominate a

St 2
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representative who can make prowduml level decisions for your Component as this conversion
unfolds. This is a part-time need of limited duration. It is expected that most business will be
conducted by fax and/orue-mail; meetings jvill be few in number, at the call of the chairperson.

I have asked Mr. Ronald L. Adolphi, Deputy Director for Accounting Policy, to chair
the DoD conversion team. Please contact him directly with any questions and identify to him
the name of any nominee, including rank/grade, title, office telephone and fax numbers and
e-mail address. Mr. Adolphi may be reached at (703) 697-0536, DSN 227-0536 or e-mail:
adolphir@ousdc.osd.mil. Please respond no later than November 11, 1996.
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COMPTROLLER

MEMORANDUM FOR SECRETARIES
CHAIRMAN OF §

SUBJECT: Purchase Card Reengineering If
Financial Management "

The “Joint Report of the Purchase (s
Card Integrated Product Team to the Under§ig
and the Under Secretary of Defense (Compiii
reservations of funds, summary level reco
management and reconciliation systems, de
approving official level

The attachment to this memorandum
practices across the Department of Defense
the Secretary of Defense; the Military Dep:
the Joint Staff: the Unified Combatant Coms
Agencies and the DoD Field Activities. Thej
guidance Is adhered to in day-to-day operati
of the DoD Component’s procurement and f}

My staff contacts are Mr. Ronald D.
respectively at e-mail: goodr@ousdc.osd.
respectively at (703) 657-0585 or (703) 6974

) OPTIONAL FORM ” ?=90)

FAX TFIANSMITT
{

703756758@

Fax:703-695-¢

UNDER SECR

UNDER SECF

DIRECTOR, DEFIRE
ASSISTANT SECHEES)
RS OF THE DEPARTMENT OF DEFENSE
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RY OF DEFENSE
PENTAGON:

OF THE DEPARTMENT OF DEFENSE

BONAL TEST AND EVALUATION

SECRETARY OF DEFENSE

RATION AND MANAGEMENT
EFENSE AGENCIES

DOD FIELD ACTIVITIES

MANPOWER DATA CENTER

ancial Management Team and the Purchase
tary of Defense (Acquisition and Technology)
" proposed new practices for the advance
financial data, use of automated purchase card
ispute and payment centification at the

fulgates the policies riecessary to establish these
D). These policies are applicabls to the Office of
diiais; the Chairman of the Joint Chiefs of Staff and

: the Inspector General of the DoD; the Defense

ikis of the DoD:Components shall ensure that this
Bnd in the design, modification, and maintenance
fiial management systems,

4 b@ousdc;oid.uﬁl i They aiso may be reached

(DSN prefix 227).
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P.@1,08
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DEPARTMENT#BDEFENSE POLICIES
FOR ADVANCE RESERVATIONS OF FUNDS,

ACCOUNTING TREATMENT A}

jal recording of financial dats, use of an suto-
on system, payment certification at the

to the advance reservation of funds, summas
mated purchase card management and recog
approving official level, and delayed disputs

B. APPLICABILITY AND SCOPE

These policies are applicable to the O ; bthe Secretary of Defense; the Military Depart-
meats; the Chairman of the Joint Chiefs of § nd the Joint Staff the Unified Combatant
Commands; the Inspector General of the Dot} Defense Agencies and the DoD Field Activi-

ties (hereafter referred to collectively as the 3P Components”).

nder Secrata Defense (Gikiitroller) shall develop, administer, maimtain and
monitor compliance with, and grant excepti¢asify appropriate) to, all financial management poli-

cies for the Purchase Card Program.

2. The Heads of DoD Components sk

recommend changes to these financial mas

nplement, easure compliance with, and
ot policies for the Purchase Card Program.

3. The : g shall develop imple-
menting procedures and pr D Financial Management Regula-
tion"” (DoD 7000.14-R). :

D. PQLICIES
1. van rvati n

s Advance reservations of fundyhel
using purchase cards. Depeading upon theig
advance reservations of funds shall take thy
shall be established vis commitment and/or:

piling DoD Component business practice,

) of bulk commitments or bulk obligations. They
stion documents covering all purchase cards used
nds shall be established by the cognizant resource
 assigned Purchase Card Program agency

sidered whe setting office and cardholder

of fmds should ensure positive funds control
ations.

manager (or equivalent), in conjunction wif
program coordinator (APC), and should beyed
purchase limits. The use of advance reserval
and prectude expeaditures from exceeding ’
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‘be agéregated when multiple cards will be
Eue document reference numbers shall not be
assigned to each purchase card. The can‘l numer itself satisfies the need for an identifier.

b. nulxmndmxforpu:cum

iifstion is identified, a simultaneous obligation shall
be recorded, in coordination with the purcha tivity, in the activity’s official accounting

records.

2. Summary Accounting

a. Summary-level financial data ‘.
official accounting records. The Office of tis
(OUSD(C)) does not require purchase detai

spent on “micro-purchases.

(1) DoD activities shall sum
lines of accounting (LOAs) before subml
the disbursing office for entry into the supp
Specifically, DoD activities shall “roll up” dif
that cite different amounts on one cextified,
complete summarization of billing statemeng
submission of the billing statements for pay Y
summary level accounting: :

e used for recording micro-purchases in the
yder Secretary of Defense (Comptroller)
#ther, all that is required is an aggregate amount

disbursing data to preclude any duplication of
ified billing statements and accounting data to

. vendor pay, disbursing and accounting systems.
ing data by LOA to eliminate duplicate LOAS
 statement. Approving officials shall ensure

h no duplicate. LOAs prior to certification and

- The following methods may be used to facilitate

(b) Devise approving o ‘ AO) and cardholder relationships so that, to the
maximum extent possible, the resulting purct ar i
purchase card, or embrace multiple purchasy

(c) Use a single object '
accounting records.

fanagers and purchase cardholders may need to
etailed basis. Therefore, DoD Components shall
ganagement and reconciliation system that captures
Miount of detail needed at the field level. (See

, t and Reconciliation System.”™)

(2) It is acknowledged that I
keep track of individual mransactions on a mif
deploy a cardholder automated purchase cay
detailed transaction data to accommodate i
paragraph 3, “Automated Purchase Card M

ization must be consistent with the advance
vendor pay, disbursing and accounting systems
pvent unmatched disbursements. In order to
jould beiidentified to the commitment and/or
dition of funds for card purchases.

b. The level of accounting data s
reservation of funds and the data for entry
in order to maintain positive funds control &
preclude unmatched disbursements, each LO
obligation that previously established the reg



L] e ccred T———
. , 2 Z‘; - ;

©4-14-1987 15:14 7037567580 CONTRACT SPT AGENCY P.@5,08
SAFM-FCL Fax : 703-695 Mar 28 '97 12:50 P.04
) :
3 A mated [G] (d M Reconci 1 v

8. Anautomated purchase card miiifigemment and recorciliation system shall be used to
track, reconcile and aggregate accounting dm bt purchase card transactions when there is &
requirement to sccount for purchases at multig i levels (e.g., appeppriations, cost centers, reim-
bursable work orders or object classes). The'ligfmated system shall fucilitate summarization to
the fewest number of LOAs possible and sh mize inanuat efforts associated with the
reconciliation and posting of these financial ions,

b. The OQOUSD(C), through ths D
card mmansgement and reconciliation systems
field level, on a more detailed basis. Four Ci
use in tracking purchases, reconciling purch
and, ultimately, passiog the accounting data:
are.

ill provide and maintain a suite of purchase
i2ep track of the: iputchase card transactions at the
i ent-developed systems are svailable today for
actions against credit card billing statements
gically to the DFAS. These migration systems

s National Imagery and
Agency-"Commercial F

Agency (NIMA)--formerly Defense Meapping
% Card Access Database”

‘Purchase Card Management System
% ort Office “Purchase Card ADP System”

“Automated Purchase Card Reconciliation,
bution System”

e Washington Headquarters
Transaction Log, and Cest

e use of one of thase existing automated
iustpens for yse by all its cardholders within the
i’;‘ hase card contractor’s new platform, called the
i§c Card Reengineering Implementation

timeframe specified for implementation of
“Corporate Payment System (CPS).” See Dy
Memorandum #2. -

(1) The DoD Components skg
purchase card systems, but should implemes
with the Office of the DFAS Deputy Directg

t devote resources to the development of new
iof the existing systems selected in coordination
ormation Mansgemeat.

(2) Each DoD Component she
with the DFAS, and select the one that best
cardholder system, the DoD Component Hex
Director for Information Management, DFA. 53

ate the svailable systems, in coordination
ts needs. To initiate implementation of a
jeters should contact the Office of the Deputy
SD, at (703) 607-3964 or DSN 327-3964.

'identiﬁesthe functionality that should be

(3) The table at the sppendix-hagsfe:
skt systems In coordination with the DFAS,

evaluated by each Component as it consider:

(4) The DFAS will provide thi
systems in each DoD Compogent.

rining necessary to implement one of these
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d. Each of these migration systert

S .omé upgraling. The USD(C) will fund and
accomplish that effort through the DFAS, g '

A tain lnd | develop the necessary automsted inter-

aceounﬂng and disbursing systems for these
sment and reconciliation systems by September 30,

(1) The DFAS shall upgrade;’
faces (electronic bridges) to the appropgis
four cardholder automated purchase -.
1997.

3 input into an automated system only once and
p data (Le., single source data entry). To this

p card management and reconciliation systems
ncial systems used within the Department.

(2) 1tis anticipated that dit
then interfaced to other applicatons refy
end, the migration cardholder automatg
shall enable data to interface with suppg

e. The DFAS may expand t

ates additional existing systems; howewer.
selected. -

4, Payment Cenification
s Amained AO (collaterally ap

ase card systems as it identifies and evalu-
FAS shall be required to support any systems so

‘: as a purchase card cenifying officer in

accordance with Purchase Card Reengine -f.'i plementation Memorandum #1) shall receive,

approve and officially certify paymentoﬁ irchase card billing statement.

Jicing at the AO level, action shall be taken by
cognizant AOs within the Component’s

jal purchase card billing statements.

:A0) shall be delegated the authority to centify

DoD Comi'pngng to designate billing 4

¢. Each designated billing of ' .
official purchase card billing statementspufsigitt 1o 31 U.S.C. 3325 (per Purchase Card Reengi-
neering Implementation Memonndum;. ¢ ransmit those billing statements for payment. As

, above, the centifying officer shall ensure that

stipulated under the “Summary Accougji 4o
gm extent.

accounting entries are summarized 10 §

; be received by the disbursing office no later than
§y) after the date-stamped as receipt date or the
gonsideration of the activiy's processing time,
ash management, and provisions of the Prompt

} on the 23d day. This will allow the payment to
nrudent, the refund offered by the purchase card

.d.  The centified billing state)
15 days (in paper mode) or 20 days (el}
date on the billing statement, as appmp;hm
the disbursing office’s scheduling time;¢fSos
Payment Act, the billing statement should:}
be made timely and will maximize, tom
contractor. e

¢. Should the cenitying omer
reconciliations from subordinate cardhiold
be paid timely (i.e., within 23 days), tie
the disbursing office for payment (in ai
The certifying officer then shall follow ;,
reconciliation is accomplished. The c§

recelve the Statement of Account (SOA)
hfficlent time to allow for the billing statement to
ntement shall be certified in full and forwarded to
ywith paragraph D.5., “Delayed Dispute™ below).
elinquent cardholders to ensure that the SOA
pconciliation and related processing of disputed
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iterns shall occur no later thao the next repc '
section, below. ;

i extent practicable, receive the purchase card
& card coptractor at the designated billing office.
se card billing statements, shall receive

rum extent possile) and make payments by

f DoD sctivities shall, to the
billing statement electronically from thg.g
Servicing DoD disbursing offices, wk
certified billing statements electroni
elsctronic funds transfer.

DFAS role will be limited to validating that

any prompt paymeant interest and penaltics due

not replicate the reconciliation process before
statements.

g. Within this reengineered:
sufficient funds bave been obligated, d
and paying the billing statement. The;
making paymest on certified purchase:

Sayment Certification” procedures are imple-

ges are made, AOs shall use the Business
pilling statement--to effect certification. [Note:
these distmctions.]

b. Until such time as the fomegnl
mented and designated billing office adBroaf
Account Summary Report (R090)-in:lieu ;
The conversion to the CPS platform will

5. Delaved Dispute Procedures *

a. Most disputes currently aze d
that goods have been received and acgeptedt’’ Fi
is verified before the next billing statezgaan ﬁ hy

illings being received in advance of verification
cases, receipt and acceptance of the goods

% in other executive branch agencies, the
i 2 “pay and confimm” process whereby payment
iflow on verification of receipt and acceptance of

b. Consistent with the prae
Department and its Compozents shaltiipp
of igvoices will be made promptly, sulife
goods. :

(1) A Cardbolder Stats
. initiated for any valid dispute. Howeyés,

received normatly should not be withy
Invoice Adjustment (N1A) should by

Guestioned Items, (CSQI) can and should be

3 a8 indicated below, payment for an item not yet
due 10 nonreceipt, and no Notification of

40 in full during the suthorized prompt payment
.accordance with the Prompt Payment Act and
disputed for other reasoos.

. (2) Billing statements¥glh
window, (i.e., between the 23d and 36bas
OMB Circular A-125, except for itemis:

¢. Cardbolders initially shalLr g ffom jssuing s CSQI for instances of ponreceipt for
recently ordered goods that sppear onzhedi@A The CSQI and subsequent NLA shall not be iled
prior to attempts to resolve such casegd :th the vendor. Rather, cardholders should:

ks that shipmeat bas been made. [Note: The
&ons whete a merchant bills for ordered goods in
nopshipmient, jtems will be disputed officially only
next billing cycle.

|

(1) Contact the veador.40

ase card is not authorized for )
advance of shipment or delivery.]
if the merchant fails to credit the acitmnt;
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(2) Make note of the n: :

(3) If by the time of ucamng" yecoad billing statement, recuipt and acceptance
of the goods cannoct be verified, the cu-dholdu' lhlll submit a CSQI for preparation of an NIA.

J be disputed within 60 days of the billing

(4) Any remaining discea
anssction occwsred, ag provided under the

statement date on which the original t
GSA contract.

E. WAIVERPROCESS

1. The OUSD(C) may grant
exceptional circumstances.

policies for contingency operations and for

bns.to, these policies shall be submitted through,
Bont Ofice of the Assistant Secretary for
gency Comptroller, or equivalent.

2.. Requests for devintions fromm, 8
and evaluated by, the spplicable Milit
Financia! Management and Comptroll i

Somponent Hesdquarters shall be forwarded for
, Office of the Deputy Chief Financial Officer.
: md demonstrate the nsed for a waiver or

3. Waiver requests endorsed by
consideration to the Director for Accoutitin
Such requests must cootain adequate jumﬂ "
exception to the specific policy. i

F. EFFECTIVE DATE AND DMP| :luu\’wf“i.k

1. These policics are effective!

re that these:policies are adhered to in

2. The Heads of DoD Compong -
ig jieion, and maintenance of the DoD Component’s

day-to-day operations and in the desigg
procurement and fipancial mnl.gemest'
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" Systems Considered
"Rpia_|| MDW | pADPS | WS |-

Functigaality
Capable of operating “stand-alone”
network environment e
Contains a reconciliation loglcheck e
progammed edits and automatic d
bility against authorized funding
Connlns pull-down menus to enab
enter transaction information e
Capable of displaying profile/defaultd
information established when accouniA
Capable of ad-hoc reporting using '
the purchase card contractor’s data
interface 3
Capebie of receiving and transrmmng
wonically, with data residing at DMD ﬂ ‘
sible by other DoD activities witha F R
via clienvserver, Internet connecuon. Qr s
of 2 “dumb terminal” using character-Based4
for direct on-line access to the DMDCidat
Allows cardholders to approve or dij
actions on line
Capable of automstic maiching of cgiy
automated transaction record/log B
statement of account” and generate
report
Allows electronic routing of reco
statements of account” to each
pated billing office
Capable of automatic consolidatiod
 appropriation '
May be customized to accommod ate R ° . . .
data collection and reporting requ.l!e ;
Department as well as specialized neﬁl e
| user ;
| "Contains password/security proted ' f
[ Capable of automated interface with: Dpis
Capable of automared Interface with
system
*  Under development .
== Targeted for development, As:4g;
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